City of Long Beach Memorandum
Working Together to Serve

Date: October 30, 2015

To: Department Heads

From: qff’"atrick H. West, City Manager"}f/&ﬂ«‘
Subject:  Language Access Policy Update

On August 13, 2013, the City Council voted to approve and adopt a
comprehensive Language Access Policy (Policy), Resolution No. RES-13-
0071. As a result, there are new requirements for implementation that require
assistance from each department. Based on the Policy, we have outlined
those requirements below.

Bilingual Skilt Pay Directory _

A list of City staff receiving bilingual skill pay has been added to the City’s
intranet. When looking for interpretation services, please utilize the bilingual
skill pay directory first to see if there is an available employee in your
department that can provide the interpretation prior to calling the vendor. The
Bilingual Skill Pay Directory can be found at
http://clbnet/phonebook/default.asp.

Bilingual Skill Pay Training

All City employees that receive bilingual skill pay are required to view a
“training video and complete a follow-up quiz. Once the training has been
completed, a form will need to be signed by the staff member and returned to
the department’s Administrative Officer. The Administration Officers have
been notified how to proceed with the Bilingual Skill Pay training
requirements.

Telephone Lines and Language Line

The Technology and Innovation Department has compiled a list of most
frequently called telephone lines within the City (see Exhibit A). The
recordings on each of these phone lines are now available in all the LAP
Languages. Employees from each department have been designated by
management to have Spanish, Khmer, and Tagalog phone lines added to
their desk phones. These employees have been provided with instructions on
how to utilize Language Line services for interpretation of phone calls and
voicemails. This information will be provided to those designated employees
by their department’s Administrative Officer.

Translated Documents

Development Services staff has requested 177 documents from City
Departments to comply with document translation as part of the LAP. A total
of 165 City documents have been translated into the LAP Languages thus far
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(see Exhibit B). it is being requested that all departments upload their
translated documents onto their respective City webpage. This allows the
public to access commonly used documents in other languages.

For further information, please contact Angela Reynolds at Ext. 8-6369.

AJB:AR:TC:bp
Ci\Usersibepined\Documents\Neighborhood Relations\Tracy\WWemo - CM to Dept Heads, LAP Policy doc

Attachments:  Exhibit A — Most Frequently Called Phone Lines
Exhibit B — Written Translation of Documents

cc:  Angela Reynolds, Deputy Director of Development



Frequently Called Numbers

;Pubhc Works Towmg

, Description ~ Number
. A|rport e e RO " 570.2600
2 (City Clerk - 570-6101
3 City ManagersOfﬂce Spec:aEEvents& Flimmg - 570 5333
4  [City Prosecutor 570-5600
5 | Civil Service 570-6202
6 Development Services - Building Permits - Inspect:ons 570-6651
7 1Development Services - Building Permits - Main Line ) - 570-5237
8 Develtopment Servxces General Planmng &Zoning " - 570-6194
9 Development Services - Maln - - 570 5237
10 ‘Financial Management Busmess License - 570-6211
11 Financial Management - Business Llcense Cail Center o i - 570-6212
12 Financial Management - Commerc&al Ser\nces | 570 .5700
13 Financial Management - Commercial Services - Meter Services . 570- 5991__'":
14 Fmanc__lel_l_\/lanagement Purchasing 5_70 6361
15 Fire 570-2500
16 Gas & Oil - Emergency Services \ 570- 2140
17 |Health & Human Services - CRU Call Center 570-4315 |
18 Health & Human Services - Envnronmental Health 570 4132
19 Health & Human Ser;/;cee Housmg Authorlty i o o 570- 69857
20 Health & Human Services - Main i 570 4000
21 Health & ‘Human Services - Vital Records : - 570 4305_'
22 'Health & Human Services - WIC - 570-4242
23 ;Human Resources - Workforce Development - Youth Services 570-1425
24 Library Services - Central Information 570-7500
25 & _lerary Services - City Hait Information Desk 570-6555
26 IParks Recreation & Marine - Animal Care Services 570- 738N7 ‘
27 _Parks Recreatmn & Marine - Main N 570 3100
55 olice Auta Stats e s e e e e 70 7486' .
30 Police | Publlc Records ' 5707485
31 Public Works - Graffiti Hotine 570-2773
32 |Public Works - Public Service Yard 570-2700
33 Public Works - Refuse Collection : 570-2870”
34 5702828

EXHIBIT A



Frequently Called Numbers

: Other ‘:'Mainu Numbers Iy

5702200

1 City A"c‘torney

2 (City Auditor B 570-6751
3 City Manager's Office - 570-6711
4  |City Manager's Office - Citizen Police Complamt Commission © 570- 6891
5 City Treasurer 570-6845 |
6 _ Civil Service - Recruitment (Outdated Number) | 570-7126
7 Council District 1 " - . 570-6919
. ‘Councn Dtstrlct S 57 06680
9 Council District 3 ' 570—6300
10 Council District 4 | 570-6918
11 Council District 5 570-5555
12 |Council District 6 570-6816
13 'Council District 7 . 570-7777
14 Council District 8 570-6685
15 Council District 9 570-6137
16 Development Services - Planning Commission {OQutdated Number)‘ 570«6321
17 Development Services - Housing & Commumty Improvement - 570-6615
18 ‘Financial Management . 570-6237
19 Financial Management - Parklng Citations 570-6821
20 |Financial Management - Parking Citations 1 570- 6822
21 Human Resources - ADA - ~ 570-6304
22 'Human Resources - Workforce Development Board 570-3650
23 Human Resources - Workforce Development Bureau 570-3654
24 Human Resources - Workforce Development Bureau - CTC ' 570-3797
25 |Mayor's Office B | 570-6801
26 Parks Recreation & Marine - Marine - Aiamjtos Bay - 570-3215
27 Parks Recreation & Marine - Marine - Downtown | 570-4950
28 iPolice - Gang Hotline (Outdated Number) 570-7127
29 {Public Works 570-6383
30 |Public Works - Construction Management 570-6537
31 {Public Works - Engineering 570-6383
32 Public Works - Environmental Services 570-2850
33 Public Works - Flood Zone 570-6784
34 Public Works Inspectlons 570-5160”
35 Public Works - Street Sweeping 570-2890
36 | Public Works - Traffic & 'Fransporiétlon | 570-6331 |

EXHIBIT A
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